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1. Installation

1.1 Hardware Requirements
» Before attempting to install the DOD Drug Testing Program, you should ensure that your system meets the
following requirements:
e Pentium 200 MHz Processor
e Laser Printer
e 64MBRAM
e 100 MB of free Hard Disk space
e Windows 95, Windows 98, or Windows NT Operating System
Mouse
» Internet Connection (Recommended to receive notification of program updates

Currently the only printers that are known to not work are HP LaserJet |1 and all dot-matrix printers.
1.2 Program Installation

The DOD Drug Testing Program Version 5.0 can be installed on the same system that is currently running any of the
Versions 4.0x of the Drug Testing Program. The installation will not overwrite any of the existing Version 4.0x
files, but will be installed to a completely different directory. A data conversion utility is provided to convert any
existing testing data to the new DTP data format. This conversion process will not delete or change any of your
existing program data. Once the installation processis complete and you are satisfied that all your data has been
successfully transferred, you may remove any previous versions of DTP with its associated uninstall program.

Note: You may want to maintain the old version for a period of time for testing history purposes. The conversion
process will copy all personnel testing history records to the new database, but will not copy unit testing history
information. Unit testing statistics will begin anew with the installation of the New Version.

Thefirst step in the installation process is to download the software from the DTP Website located at
http://www.ftdtl.amedd.army.mil/dtphome} The installation program fileis approximately 12 MB in size. It is
recommended that you download the installation file to a separate directory so that the program may be reinstalled at
alater date, if necessary, without having to re-download the file.

Winlip Self-Extractor [AlphaDTPCD1.exe]

= The Collection # Bandomization Software far the Drug Setup
E@ Testing Program [DTR] =

Cancel

- Unzipping datal.cab Sbout
WinZip® Self-Extractar © Mica Mak Computing, Inc. http: 4 Awww. winzip. com

dill,

Figure 1 - Self -Extractor Utility

Once the Ingtallation Program file has been downloaded and you have ensured that no other applications are
currently running on your system, double-click the downloaded file. The WinZip Self Extractor Utility appears.
Clicking Setup on this dialog box will begin the installation process.
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Thefirst screen to appear after all files have been extracted isthe ‘Installer Welcome' screen.

Welcome Ed |

Welzame to the DOD Drug Testing Program Setup
program. Thiz program will install DOD Doag T esting
- Program on pour cormputer.

[t iz gtrongly recammended that pau exit all Windaows programs
before munning this Setup program.

Click Cancel to quit Setup and then cloge any programs pou
have running. Click Mewxt to continue with the Setup progran.

WAEMIMNG: This program iz protected by copyright law and
international treaties.

Unautharized repraduction ar distriibution of this prograr, or any
portion of it, may result in gevere civil and criminal penalties, and
will be progecuted to the marimum extent pozzible under law.

Cancel |

Figure 2 - Welcome Screen

After reading the information on this screen, click ‘Next’ to continue with the installation process.
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The next screen to appear will prompt you to choose your default branch of service.

Select Components Ed |

Chooze the Default Service

" Air Force
" Marine Corps
" Coast Guard

< Back I Hest > I Cancel

Figure 3 - Select Service Component

The Drug Testing Program Software has been designed for use by all branches of military service. Theinstall
program will customize the application to the particular branch of service entered on this screen. Select your branch
of service and Click on ‘Next’ to continue the installation.
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The Choose Destination screen shown in Figure 4 will allow you to change the default destination of the program
files.

Choosze Destination Location Ed |

Setup will ingtall DOD Drug Testing Program in the following
folder.

To inztall to this falder, click Mest.

Toinztall to a different falder, clhick Browse and select anather
folder.

“'ou can chooze not toinstall DOD Drug T esting Program by
clicking Cancel bo exit Setup.

C:h ADOD Drug Testing Program Browse. . |
Cancel |

" Desztination Falder

< Back

Figure 4 - Choose Destination L ocation

If you wish to place the files on adrive and directory other than the default, click on the browse button, and select
the new destination. By default the files will be installed into the “ C:\Program Files\DoD Drug Testing Program”
directory. Click on ‘Next’ to continue the installation.
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The Setup Type screen allows you to choose between loading the entire program, or loading specified components

of the program.

Setup Type

..................

™ Custam

Click the type of Setup you prefer, then click Mext,

Program will be inzstalled with the most comman
optionz. Recommended for most uzers.

¢ Compact  Program will be installed with minimum required

options.

Y'ou may choose the options you want to ingtall,
Recommended for advanced uzers.

¢ Back I Mest » I Cancel

Figure5 - Choose Setup Type

You should only usethe ‘Typical’ option unlessinstructed otherwise by the DTP Support Desk. Ensure that
“Typical” is selected, and then click on ‘Next’ to continue the installation.

Version 5.0
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The Select Program Folder screen allows you to name the program folder that will be created by the installer.

Select Program Folder

Setup will add program icans to the Program Faolder isted belaw,
Y'ou may kwpe a new folder name, or select one from the existing
Folderz list. Click Hest to continue.

Program Folders:

E wizting Folders:

n PC Card Utilites
Accessones

Adobe Acrobat 4.0

Air Force Drug Testing Program

Apex TrueDemo

Army Drug Test Proagram

Atomic3D

Buorland Delphi 5

Connectis QuickCam % ;I

< Back I Hest > I Cancel |

Figure6 - Select Program Folder

Thisisthe name of the folder that can be used to access the program from the Windows Start Menu. Normally, you
should leave this with the default name, which is “Drug Testing Program”. Click on the ‘Next’ button to continue

the installation.

Version 5.0
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The Installation Summary screen shown in Figure 7 displays a summary of all the options you have selected for the
program installation.

Start Copying Files B |

Setup haz enough information ko start copying the program files.
[f you want to reviews or change any settings, click Back. [f pou
are zatizhied with the zettings, click Mest to begin copying files.

Current Settings:

T arget Path:
C:AProgram Files\DOD Drug Testing Program

Setup Type:
Typical

Program Folder:
Drug Testing Program

4

¢ Back

_»I_I
Cancel |

Figure7 - Installation Summary

Make note of the information displayed on this screen and then click on ‘Next’ to continue the installation.

At this point the installer will start copying files to the destination directory. Once all the files have been copied, the
installation program will ask you what service type your organization is affiliated with. 'Y ou may choose between
Active Duty, Guard, Reserves, or Civilian. Click ‘Next’ to continue. Y ou will then see a message telling you that the
installation program is configuring the DTP program files.

Once configuration setup is complete, you will be asked if you wish to convert old DTP systems to the new

program. Y ou may run the Conversion Utility now by clicking ‘Yes or you may click ‘No’ to run the utility at a
later date. If you do decide to run the Data Conversion Utility, see the following section (Section 1.3) for an
overview of the conversion process. Clicking ‘No’ will take you to the final Setup screen. After reading the
information provided on this screen, click the ‘Finish’ button to complete the Setup process.

Once program setup is complete you should reboot your computer to ensure all system changes take immediate
effect.

1.3 Using the Data Conversion Utility

The converter is designed to convert al data from previous versions of the Drug Testing Software and import this
datainto version 5.0. All roster and history information will be transferred. System information specific to the
previous version, however, will not be imported. Some commands will have more than one database to convert.
These databases must be converted one at atime. If you have not been using a previous version of the Drug Testing
Program Software V 4.x, you will not need to run this utility.

NOTE: The converter will not import data from versions of the software prior to version 4.01a

Page 10 of 76
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Drug Testing Program Data Conversion Utility

The Corveerzion Lty will agsist you in converting data from any alder TP programs ta the new
DOTP farmat. This process can take up to ffteen minutes depending upaon the size of vour databaze
and the speed of your compLter.

After the conversion process is complete pou will need to rin the program and go to the Pool
kM anagement Screen to vernfy vour pool data. See help for mare infarmation.

[F wows know the location of vour previous verzion of DTP then youw may zave a little bme by zearching
for the directon pourzelf on the next page. Othenwize, zelect the option ta allow the Conversion
YWizard to find the fles far pou.

| want bo zearch for the Old DTP directany rpsel.

| want the Conversion 'Wizard o search for all instances of the Old DTP Progran.

[ Search Metwork Drives [Choose this option if pour TP Program is stared on a netwark, drive. §

Eresw }' Mext -/ Firish x Cancel ? Help

Figure 8 - Conversion Utility, Start Page

The Start Page is the first page to appear upon initialization of the Conversion Utility. The following options are
provided on this page (See Figure 8).

| want to search for theold DTP directory myself - Select this option if you know where your DTP directory is
located.

| want the conversion wizard to sear ch for all instances of the old DTP Program - If this option is selected, the
conversion utility will find every DTP database on your system and display them in alist. Y ou may then choose
which database you wish to convert.

Search network drives - Select thisoption if you know your database is stored on a network drive or you are not
sure.
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Select the program ko convert in the Files liztbow and then Finizh o continue. The Program infarmation iz
provided zo that vau may verfy the databaze being converted.

Filez

cANDSP403A,
chWAFDTR
cAMCDTR
chWAOTR

Drug Testing Program Data Conversion Utility

—Program Information
Program Description

INav_l,l Drug Screening Programm

o WAFD T PAKitlandtemp Cammand LUIC/RUC  BACAMCC
c:ADID T PS ourceCodehadtphsour | |PCD RODSEVELT DDG 80 |21954 | |PRECO
Ol TPS ourceCodehdFDT P, o
&:A0IdDTPS ourceCodetMCDSPY: | Drganizations
chOldDTPS ourceCodetndsphsow Depts | D |«
OO TPS ourceCodehadiphaDT poFs
cADIDTPS ourceCodetCOSPY | I -
c:hOldDTPS ourceCodehndzphnst. | aPs [Mane]
| |CS
|| C5 [Mone]
|_|EMG
| EMG [Mane] -
4] | _"I_I
> Mewt 7 Fiigh X Cancel ? Help

Figure 9 - Conversion Utility, Select Database

The Select Database page allows you to select the database that you would like to convert. Program information is
provided on the right side of the page so that you may verify the correct database is selected. If you have multiple
databases to convert, you will be brought to this page after each database has been converted in order to select

another.

Figure 9 depicts the screen that you will seeif you alow the conversion utility to search for your old DTP
database(s). If you choose to find the databases yourself, this screen will replace the files list with an explorer
window allowing you to navigate to the desired directory.

Version 5.0
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Drug Testing Program Data Conversion Utility

The DTF Software allows pau ba maintain multiple testing databazes. The Optione below allow pou to
cohtrol how pour zelected databasze will be imparted inta the Drug Testing Program. See help for maore
detailz.

—Consersion Cption
" Import &5 & nev datsbase

" Import under an existing datakase

Fort Bragg. MC
air

MCRD 5AN DIEGOD C4

< Prev et f Finizh X Cancel ? Help

Figure 10 — Conversion Utility, Organization Options

The Organization Options page will only appear if you are converting multiple databases. Y ou must specify one of
the following options on this screen:

Import asa new database - If you are converting more than one database, thisis normally the option you will
select. Choose this option if you wish to maintain the current database as a separate testing database.

Import under an existing database - Choose this option if you would like to merge the current database with an
existing one.

This page provides your last opportunity to cancel the conversion process.
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Drug Testing Program Data Conversion Utility

Conversion Progress
Poaol Records Processed 4812

AREEREREREREEREREERERREE NN EEEEEN]
Rozter Recardz Processed 14716

Higtory A ecords Processed 15834
ARREERERRERRENEENEENNENEERREREARREEEEEEEEEN)

Corverzion Complete!

Select Continue to cornvert another DT databaze or Close o exit this Ltility,

& I:u:-ntinuel fLEIDse |

Figure 11 - Conversion Utility, Progress Page

The progress page keeps you advised of the conversion progress. Y ou should not stop the conversion process once it
starts or database corruption will result. If you do need to stop the conversion process, the DTP program should be
uninstalled and the DTP Program Directory manually deleted. Then the program can be re-installed.

Once the conversion process is complete you may click the Continue button to convert another existing database, or
you may exit the utility by clicking the Close button.
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2. Running DTPfor theFirst Time

2.1 Initial System Login

The DOD Drug Testing Program is launched by double clicking the desktop icon installed by the setup program.
Alternatively, the program can be run from the Windows Start Menu. The first screen to appear when the program
startsis the Login Dialog depicted below.

P& Password M=l E3
Lser: I
Password: I
Heverifg,fl
« 0K | X Cancell ? Help | ‘

Figure 12 — Set Passwor d Dialog

Y ou will need to establish an admin user password by typing a password in both the Password and Reverify blocks.
DTP will run through a series of validation checks and then open the database tables. The next form to appear isthe
Select Pool Form. The Select Pool Dialog will be discussed later. For now, just click the OK button to close the
form and display the Setup Wizard.

The password you enter here must consist of (8) characters of which two (2) must be numbersor special
characters.

Note: As part of the validation process at program startup, the DTP software will occasionally need to rebuild some
of the database index files. If this situation is encountered, a validation error screen will appear to alert the user. If
you encounter this screen at this point, just click OK to clear it.
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2.2 The Updates Screen
-I-l +| & | O I m Ihttp:;";’www.ftdtl.amedd.army.mila’dtphumefl_l pdates. htrn
=
|24 Feb 2000 DoD DTP Program Alpha Release 5.0a
[ ] DoD DTP Web Site
[
Done | | A

Figure 13 - The Updates Screen

If you have an Internet connection DTP will automatically check the DTP Support Website for any new program
update patches or information and display this information to the user in the browser displayed in Figure 13.
Clicking on any link will take you to the site to download the latest program update or view DTP Software related
information.

This screen will be displayed the first time you run the program. After that, it will only display if there is new
information available on the Website.

Note: If you do not have alive Internet connection, you will not see this screen and you will not receive information
about available upgrades.
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2.3 The Setup Wizard

E Setup Wizard Hi=]

YWwelcome to the DT SetupWizard, The nest few zcreens will guide you through the
required zetup proceszes in the arder prezcribed.

MOTE: Some functionality will nat be uzed by certain sites.

Eres } f et " Finizh x Cancel ? Help

Figure 14 - Setup Wizard

The Setup Wizard (Figure 14) was designed to walk an unfamiliar user through the process of configuring the
program. Y ou may dismiss the Setup Wizard at any time by clicking the Finish button. However, it is recommended
that you complete the Setup Wizard if you are installing the software for the first time. Clicking the Cancel button
will close the Setup Wizard, but it will reappear the next time you start DTP. If you don’t want the Setup Wizard to

appear again, you must click the Finish button. If you choose to run the Setup Wizard at this point, click Next to
begin the setup process.
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2.3.1 Setup User Accounts

Thefirst task the Setup suggestsisto setup User Accounts. Clicking the Create Users button will take you to the
User Maintenance Screen.

e e =] 8] B] 2]
Fulltarme Active |Locked | =~

.ﬂ.dministratnr True |False

John © Leanard True  |False

[
4

Figure 15 - User Maintenance Form

The function of the user maintenance form isto provide a central location to manage all the users of the Drug testing
Program. It is recommended that every individual with accessto the DTP program be assigned a distinct user name
and password.

The main task to accomplish on this screen isto add new users. Everyone, including the program administrator,
should be assigned a user name to perform normal program operation tasks. The “ Admin” user name should
normally only be used for unlocking users or changing passwords. To add new users, click the +’ button to add a
new record. Type auser id (preferably the user’sinitials) and the user’s full name in the grid. Ensure that Active
field reads “True” and that the Locked field reads “False’. The purpose of these fields will be discussed later. Click
onthe‘ v * button to post the record.

After the record has been posted add a password for the user by clicking the “Lock Icon.” Thiswill display a
password dialog to allow you to assign a password for the selected user.

Individual users can use this screen to change their own password. The users may only change their own passwords;
they cannot change any others. Only the administrator may change other user’ s passwords.

Once all users have been added, click the Close button to return to the Setup Wizard, then click the Next button.
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2.3.2 Setup System Parameters

The next step in the Setup Wizard is configuring your system parameters. Click the System Parameters button to
open the System Parameters Form.

;‘35' Syztem Parameters M=l B
f Audit Log Testing |Sewice| Hepnnal Netwnrkl

i

[T Randomize Testing Day Selection

Default Testing Percent: | 10

~Handomization Methaod
+ By Percentage
¢ By Total Mumber

—Collection MMethod
&= Prirt Farms at time of Selection
" Print Farms at time of Collection

X Cancell ? Help

Figure 16 - System Parameters Form

The System Parameters form will be discussed in detail in the Normal Program Operation Section of this document,
but afew system related items should be setup now. All of these are located on the testing page depicted above. This
page specifies the system parameters for all drug-testing operations. The optionson this page should be set in
accordance with the drug testing policies set forth by your branch of service.

The “Randomize Testing Day Selection” option determines whether or not the Drug Testing Program will select the
days on which Random Drug Testing will be conducted. If your command’s policy isto conduct random testing at
the Commander’ s discretion, then leave this box unchecked. Otherwise, DTP will determine the days on which
Testing will be conducted.

There are two methods of randomization used by the Drug Testing Program to select personnel for random testing.
The “Selection By Percentage” method selects personnel based on the monthly target percentage established by the
unit. The “Selection By Total Number” method chooses an exact number of each personnel each time random
testing is conducted. Select this option in accordance with your own branch of service's policy.

Finally, the Collection Method should be set at this point. This basically refers to the time in the selection process
that you would like to print forms. DTP Version 5.0 alows DD Form 2624s and bottle |abels to be printed at the
testing site as personnel arrive for testing. If a printer is available at the collection site this option can greatly reduce
the amount of forensic corrections made to forms due to “Testing No-shows.” In this case, you should choose “Print
Forms at time of Collection.” Selecting the other method allows you to preprint all forms before conducting testing.

Click the OK button to close the System Parameters screen and return to the setup wizard.
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2.3.3 Setup Pools

The next step suggested by the Setup Wizard isto build your pool structure. Clicking the Setup Pools button will
open the Pool Management Form where you will perform maintenance on your pools.

A =T
ol ol=| v B & Bl 2]
+ S
|E+HRF Poaol Information
& Mew Fool E‘m: U"::
Fol fovs
Descriplion:
{Ghokial
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Diepartment Head:
[TeczaHead

Counl: Digfalt Sarvice:

| - LU, Ay El
DDZE24 Block 1.
tasitdk]

00624 Block 2
TesBIkZ044

Semice Type
= Acthe Duly ™ Resames

Figure 17 - Pool Management Form

If you chose not to run the data conversion utility when installing the DTP program then you will see a screen very
similar to the one depicted in Figure 17. Y ou will see only one pool labeled “ Global” with most of the fields | eft
blank. If you did run the conversion utility then you should see the organizational structure from your Old DTP
program.

Before setting up your pool structure, it isimportant to understand the definition of a pool and how the Drug Testing
Program uses pools. A “pool” is basically a user-defined group of personnel. Normally a pool is simply an
organization, for example, a battalion, a squadron, or a detachment. Some organizations using the DTP program may
have the need to maintain different testing groups for example areserve unit containing both active duty and reserve
personnel. In this case the concept of a pool can be expanded to include an Active Personnel Pool and a Reserve
Personnel Pool.

The Poolsin the DTP mimic the command structure of the military using atree type organizational structure. Each
Pool can contain any number of subordinate pools, which in turn can contain any number of subordinate pools and
so on. Random Testing can be conducted on any individual pool or apool and al of its subordinate pools.
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The Pool List — Thisislocated on the left side of the screen and contains alist of all poolsin the program organized
inatree-like list. Selecting a pool in thislist will display itsinformation in the fields on the right side of the form.

Toolbar Buttons

New Database — Clicking this button creates a new testing database. This function is for those units who
need to maintain different testing databases, for example a military testing database and a civilian-testing
database.

Add Pool — Click this button to add a new pool under the pool selected in the Pool List. This hew pool will
be assigned as a subordinate pool and will copy most of the settings from the Parent pool. Y ou can then edit
the new pool’ sinformation.

Delete Pool — Deletes the pool selected in the Pool List.
Post — Saves any changes made to the pool record.
Assign Members — Clicking this button opens another form to assign personnel to each pool.
Print Roster Structure — Prints an organizational chart of all pools.
Close — Exits the current Screen
Help — Click to accessthe DTP help files.
Pool Information Fields
BAC/RUC/BIC — The label displayed here will depend on your Branch of Service.

UIC/MCC — The label displayed here will depend on your Branch of Service.
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Figure 18 - DaysTo Test
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Days To Test — This block will only be visible if you were using the Randomized Days and Selection by
Percentage Methods to conduct random testing. Enter the days you wish to test each month here.

Target Percentage/Target Count - Enter the desired selection percentage or count here. Thisisthe

percentage or count of personnel that will be selected when random testing is conducted. The number
entered here should be consistent with the method of selection you set on the Systems Parameters/Testing

page.
Description — Enter the pool name, as you would like it to appear throughout the program.
Commander — (Optional Field) Unit Commander can be entered here.
Department Head — Unit Department Head is entered here.
Default Service — Select the appropriate service for the pool.
Service Type — Specify whether the pool is active, reserve.
DD2624 Block 1 — The data entered into this edit box will be printed in Block 1 on the DD2624.
DD2624 Block 2 — The data entered into this edit box will be printed in Block 2 on the DD2624.
All pool information can be edited or added. Asyou complete this task, keep in mind that you can import

organizations into the DTP program so you may not need to set up all of your organizations now. Once you have
finished editing your pools, click close to return to the Setup Wizard.
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2.3.4 Set Non-Working Days

The next step in completing the setup wizard is to enter the available testing days for the current month. This
information is entered on the DTP Calendar Form. Clicking the Set Non-Working Days button will display the

calendar to enter thisinformation.
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Figure 19 - DTP Testing Calendar

To exclude days from testing, simply double click the dates with the mouse. Normally active duty units will want to
exclude weekends and holidays. DTP uses thisinformation in selecting the days to conduct drug testing if the

“Randomize Days’ option is selected and to keep testing statistics. Once you have marked all non-testing days click
the Save button to save your changes and close the calendar. The Setup Wizard is displayed.

Version 5.0
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2.3.5 Importing Per sonnel

The last step in the Setup Wizard isto import a personnel roster. Click the Import Roster button to start the import
wizard.

Import Wizard _ O]

—=elect an Import File Type

" MS Access Database

" ASCIH Tah Delimited " dBase Databaze

 ASCH Comma Delimited

ErE } M et o/ Einish x Cancel ? Help

Figure 20 - Import Wizard Start Page

The DTP program allows you to import ASCII Fixed, tab delimited, and comma delimited text files. Y ou may also
import any MS Access files up to Access 97 and any dBase files up to version 7. The first step in importing aroster
isto select the type of file that you are importing. Once you have specified afile type, click the Next button. The
familiar Windows Open File Dialog Box should appear. Navigate to the import file's drive/directory and click the
Open button.
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Import Wizard

Mark Fixed Field Positions

The Importer haz attempted to mark the starting positions of the fields contained in pour impaort file. If these
are incorrect, they can be chanaged by clicking on an exizting line ta delete it. Or, clicking at the beginhing of

a field to add a line.
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William urnell 153754925 [PFiC WMGR-367
Janet oodrow [f53993599 1Lt 513 FT3 |
Thomas elbert F35828993 TSgL 543 FT3
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Howard unker f23523673 Brimn (5453 FTS
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-
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< Prev B Mewt S Rl XK Cancel ? Help

Figure21 - Import Wizard, Mark Field Positions

If you areimporting a fixed field file type the screen depicted in figure 12 will appear. (If you are importing a
different file type you may skip to the next step.) An ASCII fixed field file isatext file where each field is of fixed
length. One drawback to these types of filesisthat it is not easy to determine where the field positions begin. DTP
makes a best guess at where the field positions are located, but you will need to check this information.

Asdepicted in figure 21, DTP inserts aline where it has determined each field position starts. (Note that nolineis
required for the beginning of thefile)) If any of these lines are incorrect you will have to “move them.” Y ou may
remove aline by clicking on an existing line and insert aline by clicking on the position where you would like the
line to be inserted. Use the scroll barsto look at the entire file to ensure that the field positions are properly marked.
Once you have determined that the field positions are correct, click the ‘Next’ button to display the Organization

Option page of the Import Wizard.
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P& import Wizard M=l E3
Import Options

The next zcreen will prompt pou to select the fields pou would like to import into DTPR. If your import file does not
cantain arganizational data ar pou do nat wish to impart arganizational information, click the “lanore
Organizationsz'"" checkbox below.

Select Impaort Poal:

[ lgnaore Organizations [Import all records into the selected pool.]

|f wou are importing a current rogter then any perzonnel in pour
databaze that are nat in the impaort file may have changed duty stations,
retired, etc. DTP will handle these records according to the option
gpecified below.

% Do not change any records missing from impart fle,

" Inactivate all records mizzing from import file.

{ Prev }- Mext o Firiish x Cancel ? Help

Figure 22 - Import Wizard, Import Options

The import wizard has the ability to import organization information into your database. If your import file contains
organizational information and you would like DTP to import that information for you, leave the Ignore
Organizations checkbox unchecked as depicted in Figure 22. Y ou must a so specify the pool under which you would
like to import your records. Thisis accomplished by selecting apool in the list box. Y ou may aso import UIC/RUC
and BAC/BIC/RUC information if it is contained within your import file along with the organization.

In the example above, al records will be added under the Mather AFB Pool. Since the Ignore Organizations box is
unchecked, the import routine will search for and add any new organizations found under the Mather AFB Pool.
Personnel will automatically be assigned to the organization contained with in the import file.

If you would like to import all personnel under a single pool, then ensure that the “Ignore Organizations’ checkbox
is checked and select the pool you would like to import into. Click the Next button to continue with the Import
Wizard. All personnel will be assigned to the highlighted pool.

This screen also asks you to specify what you would like to do with missing records. Missing records in this case are
those records that exist in your database, but have not been found in your import file. These missing records are
usually personnel who have changed duty stations or left the service. Rather than delete these personndl, it is
recommended that they be inactivated in order to preserve the associated history records. Inactive personnel cannot
be selected for testing. Y ou may choose ‘Inactivate all records’ to inactivate all of your missing records or you may
choose ‘Do not change’ to ensure that the import will not inactivate existing personnel.
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Map Import Fields
For each field appearing below that you wigh to import, click on the column title and select the field name from the
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Figure 23 - Import Wizard, Map Import Fields

After you choose your organization options, the import routine copies your file to atemporary table and displays the
fields so that you may decide which fields to import. Initialy, all column titlesin the grid read “Do Not Import.”
Fields are assigned by clicking the column title and selecting a field name from the list box that appearsin Figure
23. Asfields are assigned, the columns change colors so that you may easily identify them.

If personnel names are not broken down by first name, initial, and last name, you should import the name to the
Last-Named Field. Last-Named and SSN are required fields and the Import Wizard will not allow you to proceed if
these fields are not assigned.

If your import file contains multiple organizations for each record then the import utility can duplicate this structure
by allowing you to specify multiple organizations on this page. For example, an import file might contain aWing, a
Group and a Squadron for each individual record, with Group being subordinate to the Wing, and Squadron being
subordinate to the Group. DTP will duplicate this structure by adding the correct pools to the database and assign
each individual to the correct squadron (the most subordinate unit.) The Organizations must appear on the Map
Fields Screen from left to right in the correct hierarchical order. Asyou assign each organization field the column
title will read Organizationl, Organization2, ... etc. If the organizations are not in the correct order, you may “drag”
columns by left clicking on the column title and holding down the mouse button as you drag the column to the
desired position.

Clicking Cancel at this point will close the import Wizard and Restore your database to the previous state. Clicking
the Finish button will complete the import process. Y ou should now see the Setup Wizard. Clicking the Finish
button will close the Setup Wizard and display the Main Form.
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3. Normal Program Operation

3.1 Program Initialization

To start the DOD Drug Testing Program double-click the DOD Desktop icon installed by the installation program or
you may select the program from the Windows Start menu. The initialization process consists of validating a user,
decrypting database files, and verifying the integrity of the database.

P& Password M=l E3
Lser: I

Password: I
« QK | X Cancell ? Help | ‘

Figure24 - Login Dialog

3.1.1 Program L ogin

The Login Dialog box is displayed each time the DTP Program is started or each time a new user signs on to the
program. As the program starts, all program data remains encrypted and program access is denied until a recognized
user and password is entered. The user is allowed three login attempts before the program terminates and locks the
offending user out of the system. If the program is started again and login is successful a display screen will appear
indicating that there was a previous unsuccessful log-on attempt.

If during program operation a new user needs to login, select ‘ Change User’ from the File menu on the Main Form
to display the login dialog.

DTP will also keep an audit trail of the actions taken by the current user as entered in the dialog box. This audit trail
can be viewed on the Auditing Data M anager screen, which can be accessed on the Main Form from the Utilities
drop-down menu or the System Utilities button.

A =10l |

Unauthorized access attempt
at the last run of the program.

Figure 24.1- Unauthorized Access Attempt Screen
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3.1.2 Database Validation

P& validation Errors M=l E
Tahle COLetter.db is QK AI

Table config.db is Ok

Table DayofeekRpt. DB is QK
Table Discrepencies.db is Ok
Table Drugs. db is Ok

Table ExcludedDates. db is Ok
Table Forms.db is Ok

Table History.db is Ok

Table ImpErrars.db is Ok
Table MailingLabels.db is QK
Table MailMames. db is Ok
Table MonthSum.db is Ok
Table PayGrades.db is Ok
Table Pool.DE is Ok

Table Premises. DB is OK
Table Ranks.0B is QK

Table Reports.db is QK

Table Results. DB is Ok

Cann't check Roster. DB. Probahly it's busy. If problem persists, contds)

xCancell ? Help | B Save |

Figure 25 - Validation Screen

Under certain system conditions, a few of the DTP database files may become out of date. At program startup, DTP
checks for this condition and will regenerate any necessary files. The Validation Errors screen will be shown to aert
you that afile has been repaired. Y ou will not see the validation screen every time you start the DTP program.
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3.1.2 Select Initial Pool

Select Pool H=l

Available Pools:

-=uke AFB -
- =R 940 MBS

-=r 340 CES

|
X Cancell ? Help | ‘

Figure 26 - Select Pool Dialog

After entering a correct password the user must select a"Pool." The Select Pool Dialog allows the user to select the
desired pool to work with by scrolling through alist of available pools. Tree nodesin the dialog box can be
expanded or collapsed by clicking the* +* signor the* —* sign respectively. This screen is displayed each time
DTPisstarted. At any time the user wishesto change pools, clicking Change Pool under the File Menu on the
Main Screen will bring up this same screen. A similar form layout is used throughout the program anytime a user is
reguired to select a pool to complete a process.

In the example depicted above, the top-level pool is Luke AFB. These top-level poolswill be referred to as “root
pools’ throughout this User’s Guide. Each root pool should be considered a separate testing database. When you
select apool on this screen, you will only be able to act upon members contained within that root pool. All other
members (and pools) not contained in the current root pool will remain hidden from view.
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3.2TheMain Form
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Figure 18 - Main Form

The Main Form is the starting point for every operation performed within DTP. The drop-down menus at the top of
the Main Form contain all the functionality of the program. The large buttons beneath the drop-down menus
provide access to the functions that are most frequently used in the program and to provide familiarity to users who
have used previous versions of DTP.

3.2.1 TheMenus

Under the File menu you can change users, change pools, or change your printer settings.
The Personnel menu provides access to the Per sonnel Roster form and to the import and export utilities.

The Testing menu is another starting point to begin the testing process. Testing under al premises can be started
here.

The Reports menu provides access to all printouts not directly related to the testing process. Under this menu, you
can print avariety of system and personnel related reports. Y ou may also access the Print Mailing labels utility
under this menu.

The Utilities menu contains access to all program utilities that support the Drug Testing Program, for example,
Backup/Restore, Pool Maintenance, and User Maintenance.

Page 31 of 76
Verson 5.0 20 August 2001



DRUG TESTING PROGRAM - CLIENT COLLECTION SOFTWARE USER'S GUIDE

3.2.2 TheMain Form’s Buttons

The Conduct Random Testing button displays the Testing Wizard that walks the user through the process of
randomly selecting personnel from the current pool and printing testing products. See the section entitled Random
Personnel Selection Algorithms for more information on the random selection process.

The Collect Sample button displays the Site Collection Screen where members who have been selected can be
assigned to DD Form 2624 using the DTP "Drag and Drop" feature. This allows for formsto be printed at the
collection site as members arrive for testing, reducing the frequency of forensic corrections.

The Post Results button displays the Post Results Screen where users update member's test selection status and post
testing results.

The Modify Roster button displays the Per sonnel Roster screen, which allows users to maintain, import, and export
personnel information.

The Pool Maintenance button displays the Pool M anagement form where pool specific information is maintai ned.
Users can add, edit, and delete Pools here.

The Other Testing button displays the Other Testing screen, which allows testing under all other premisesin
addition to Random Testing.

The System Utilities button displays the System Utilities Dialog allowing access to |l ess frequently used functions
such as, editing the Commander's L etter, setting testing parameters, and Auditing options, just to name a few.

Finally, the Quit button allows the user to exit the system.

For quick reference, the status bar at the bottom of the Main Form displays the current user and the current pool.
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3.3 Modify Personnel Roster

A Modify PersonnelRoster =101 %)
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Figure 28 - Modify Personnel Roster

The Modify Roster screen is accessed through either the Personnel menu item on the Main For m or by clicking the
Modify Personnel Roster button. The Roster isalist of all personnel stored in your current root pool. In this area,
you may search for and edit personnel records, add personnel, import or export to and from the personnel roster, as
well as, print rosters for each pool.

Thetoolbar contains the majority of the functionality for this screen. If you are unsure of the function of any button
on the toolbar, you may momentarily hold the mouse cursor over the button to view a popup hint revealing the
functionality of that button. Y ou can search for arecord by Last Name or SSN by clicking the Find Record toolbar
button.

Normally, you will not delete arecord from DTP when an individual leaves your organization, you will simply
"inactivate" them by setting the active field to false. Although individual records may be deleted, inactivating them
preserves al history records pertaining to that individual. By default, DTP filters inactive members from your view.
You can view personnel as available or unavailable by selecting the appropriate check box on the top.

Two reports can also be accessed from the toolbar. Clicking the Print button will allow you to print aroster for an
individual pool or any subset of a pool. Pressing the Member History tool button will display al testing history for
the current member selected.

The Activate All Members button will activate all membersin the roster that have an inactive status.

All editing of recordsis performed directly in the Grid. Some fields contain drop-down listsin order to limit the data
that can be entered into the roster database. Columns can be resized by, selecting the lines between the column titles
and dragging to the desired size. Columns may also be sorted in almost any order including: Last Name, SSN,
Service, Rank, Gender, and Pool. Simply click on the column titles to sort records under that index.
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3.3.1 Find Record

P& Find Record M=] E3
mearch By
|7'F SSN " Last Name

—

o QK| X Canl::ell ? Help | ‘

Figure 29 - Find Record Dialog

Clicking the magnifying glass icon on the M odify Roster screen accesses the Find M ember form. Y ou may search
by SSN or Last Name. A message box will alert you if arecord is not found. If multiple records are found under a
search by last name, an additional form will be displayed allowing you to pick the desired record.

3.3.2Thelmport Wizard

The Import Wizard is a utility that allows you to import your testing register from a variety of sources. These
include, ASCII commadelimited, tab delimited, and fixed field text files, as well as, Microsoft Access and dBase
files. For adetailed discussion of the Import Wizard please see Section 2.3.5 on page 23.

3.3.3 Export Roster

Export Roster File To BE

Save i I £ Bin

File nare: I Save I
Save as type: ITe:-:t filerz [*.kut] j Cancel |

Figure 30 - Export Roster Dialog

Clicking on the Export button on the M odify Roster toolbar will bring up the Windows Save Dialog Box (Figure
30.) Simply, typein afile name for your export file and click Save to execute the Export. The export function will
only export personnel information. The file produced by the Export utility isacommadelimited ASCII File.
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3.3.4 Print Roster

A Print Subordinate Pools M= E3
[ Print Subardinate Pools

X Cancell ? Help |

Figure 31 - Print Roster

Clicking the Print Roster button will display the Print Roster screen. The Print Roster screen allows you to
specify whether you would like to print personnel from subordinate pools.

Clicking the OK button will allow you to preview the report before printing. Y ou may also cancel printing from the
preview screen.
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3.4 Pool Management Screen
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Figure 32 - Pool M anagement

The Pool List — Thisislocated on the left side of the screen and contains alist of al poolsin the database organized
in atree-structured list. Selecting apool in thislist will display itsinformation in the fields on the right side of the
form.

3.4.1 Toolbar Buttons

New Database — Clicking this button creates a new testing database. This function is for those units who
need to maintain different testing databases, for example a military testing database and a civilian-testing
database.

Add Pool — Click this button to add a new pool under the pool selected in the Pool List. This new pool will
be assigned as a subordinate pool and will copy most of the settings from the Parent pool. Y ou can then edit
the new pool’ s information.

Delete Pool — Deletes the pool selected in the Pool List.

Post — Saves any changes made to the pool record.

Assign Members — Clicking this button opens the Assign Members screen used to assign personnel to each
pool.

Page 36 of 76
Verson 5.0 20 August 2001



DRUG TESTING PROGRAM - CLIENT COLLECTION SOFTWARE USER'S GUIDE

Print Roster Structure — Prints an organizational chart of al pools.
Close — Exits the current Screen

Help — Click to accessthe DTP help files.

3.4.2 Pool Information Fields

BAC/BIC/MCC - Enter the BAC, BIC or MCC

UIC/RUC - Enter UIC or RUC.

Description - Enter the pool name, as you would like it to appear throughout the program.
Commander - Optional Field. Unit Commander can be entered here.

Department Head — Unit Department Head is entered here.

Days To Test — This block will only be visible if you are using the Randomize Days and Selection By
Percentage methods to conduct random testing. Enter the days you wish to test each month here.

Target Percentage/Target Count - Enter the desired selection percentage or count here. Thisisthe

percentage or count of personnel that will be selected when random testing is conducted. The number
entered here should be consisting with the method of selection you set on the Systems Parameters Testing

page.

Default Service - Select the appropriate service for the pool.

Service Type - Specify whether the pool is active, reserve.

DD2624 Block 1 — The data entered into this edit box will be printed in Block 1 on the DD2624.
DD2624 Block 2 — The data entered into this edit box will be printed in Block 2 on the DD2624.

BT i s
Dlel-lrH SNt

Larpranies

Dsparae e Hest

Cmar To T Tegmi & [reimi Sare e

| i T |

DA Tk

DO Btk 3

S B Ty
T A [laty T BesiaEn

Figure 33 DaysTo Test / Target Percentages
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3.4.3 Pool Assignment Screen

Assign Members To Pools M=] E3
=8 2]
Pools: Record Count = 0 |

SSN [

gk Tewxas Mational Guard

Figure 34 - Assign Members Screen

The Pool Assignment screen allows you to move personnel between pools. Pools are depicted on the left side of the
screen and assigned members are listed on the right. Pool assignment is accomplished by clicking on the (+) button.
This brings up the roster list in order to select members to be assigned. If the selected individual is assigned to
another pool, he/she is automatically deleted from the original pool and added to the new pool.
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3.5 Conducting Random Testing

The primary method of conducting random testing is by clicking the Conduct Random Testing button on the M ain
Form. Clicking this button assigns an IR testing premise to the selected group of personnel. What happens next will
depend upon the options set on the Testing Page of the Systems Par ameter s screen.

,J-‘f:' System Parameters =]

Audit Log Testing |Sewice| REpnrtB' Netwnrkl

[ Randomize Testing Day Selection

Default Testing Percent: I 10

~Randomization Method
&+ By Percentage
" By Total Mumber

—Collection Methaod
% Print Forms at time of Selection
" Print Forms at time of Collection

% Cancell ? Help

Figure 34 - System Parameters, Testing Page

The System Parameter s screen is discussed in more depth in the System Parameters section of this document, but
the testing page is displayed here in order to discuss Random-testing options.

With the Randomize Testing Day Selection option selected, DTP will determine the days on which random testing
will be conducted. This option adds another level of randomization to the testing process because no one, including
the tester, will know when testing will be conducted until the day of testing. In order for this option to be effective,
the user will need to click the * Conduct Random Testing’ button every day for each pool concerned. If the program
determinesthat it is atesting day then you will be taken into the Testing Wizard (to be discussed shortly) to
complete the random testing process. If the program determinesit is not a testing day then a message will be
displayed telling you that is not atesting day, and the program will not allow you to conduct testing on the current
pool that day. Random testing can still be for ced by choosing CO Selected Random Testing under Testing
menu.

If you wish to be able to determine testing days yourself then leave this option unchecked. Now every time you click
the Conduct Random Testing button you will be immediately taken into the Testing Wizard to complete the random
selection process.

The other relevant information to the randomization process displayed in Figure 34 is the Randomization Options.
This option determines the method DTP will use to randomly select personnel for testing. If the Percentage Method
is used to select personnel, DTP will select a percentage of personnel from your current pool based on your monthly
target percentage. For example, if your monthly target percentage is 8 percent and you plan to test 4 times this
month then DTP will select approximately 2% of personnel each time you conduct random testing.

If you decide to select personnel by count, then DTP will randomly select the number of personnel entered on the

Pool Management form for each pool.
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3.6 Other Testing Screen

/ Select Other Testing M= E
= Unit Sweep (1) " Medical Examination (M)
" Probable Cause (PO) " lnzpection (0]
" Consent (w0 " Accession Testing (NO)
" Behabhilitation (RO) " 0 Selected Random Testing (IR)
= Mighap Investigation [A0)  Other Testing (D0)
" Command Directed (C0) " Random Testing by Unit (IR
X Cancell % Help |

Figure 35 - The Other Testing Screen

The Other Testing screen displays al other types of Drug Testing available (shown in figure 35). Select Other
Testing (at the main menu), select atesting option and click the OK button to start the Testing Wizard, which will
walk the user through the testing process. Options selected on this screen a so determine the premise that will be
used by the testing wizard to conduct testing.

Premise Codes are assigned as follows:

Unit Sweep - U

Probable Cause - PO

Consent - VO

Rehabilitation - RO

Mishap Investigation - AO

Command Directed - CO

Medical Examination - MO

Inspection - 10

Accession Testing - NO

Command Selected Random Testing - IR
Other Testing - OO

Random Testing By Unit - IR

The options listed on the Other Testing screen can also be accessed on the M ain For m through the Testing drop-
down menu.
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3.6.1 Testing Wizard (Start Page)

The Testing Wizard is the mechanism used for all types of testing in the Drug Testing Program. Its purpose isto
walk the user through the selection process, regardless of the testing premise. The Testing Wizard will always be the
first screen displayed after an option has been chosen from the Other Testing screen (Figure 35).

Member Testing Wizard H=]

fou have chosen to perform urinalysis testing with the options below.  If you wish to
change these settings, cancel the process, modify the desired options, and then restart
the process.

¥ Use Subordinate Pool Mermbers in Testing

Fararneter Walue

Current Pool Global

Testing Count 8

Testing Premise IR

Group By Gender True

DDZ624 Printing Option =elect Member for Printing at time of Collection
Random Testing Conducted Today | True

Frey | B Mext | o Finish | X Cancel| 7 Help

lﬁ |F'reviu:uusl_l,l Selected = 0 |Eurrentl_l,l Selected =0 |I3I|:|I:|al o

Figure 36 - Testing Wizard, Start Page

The Testing Wizard Start Page is provided to confirm your testing parameters before testing is conducted. If any
of these parameters are incorrect, you must exit the Testing Wizard to make the required changes. The Testing
Premise is assigned when you select an option from the Other Testing screen or when Random Testing is
conducted.

If "Use Subordinate Pool Members in Testing" remains unchecked, then only the personnel in the current pool can
be selected for testing. No personnel from subordinate pools (sub-commands) can be selected. If you are randomly
selecting individuals for testing then only the personnel in the current pool will be considered for selection by the
DTP Program. If you are manually selecting personnel for testing, then only the names from the current pool will be
displayed to pick from.

If "Use Subordinate Pool Members in Testing" is checked then the current pool and all pools under this pool are
eligible to be selected for testing.

Group By Gender determines whether or not both male and female members will be printed on the same DD Form
2624. This option can be set in the System Par ameter s screen on the Testing Page.

DD2624 Printing Option is also set on the Testing Page of the System Parameter s screen. This option determines
whether DD Form 2624's and labels will be printed at selection time or at collection time using the drag and drop
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method.

The Status bar at the bottom of the screen shows the number of personnel previously selected for testing, but have
not been cleared either by marking as updated or as having a “Due Back” date. It also displays the number of
personnel currently selected and the current pool.

3.6.2 Testing Wizard (Unit Sweep Page)

Member Testing Wizard _ O]
—aweep hethod

 Pool Sweep (All Personnel)

" Pool Sweep (Random Selection)

—Select Percent To Test

IB :l Percent

L Prev |

/ Finish | X Cancel| 7 Help

lﬁl |Eurrentl_l,l Selected =0 |Mather AFB o

Figure 37 - Testing Wizard, Unit Sweep

The Unit Sweep Page will be displayed only if Unit Sweep was selected as the testing premise. Here you may
choose to sweep all personnel from your current pool (and subordinate poolsif that option was selected) or
randomly select personnel based on the percentage you can specify in the Select Percent to Test edit box.

The Previous button will take you back to the Testing Wizard Start Page. The Next button will display either the
manual selection page or the summary page if random selection was used to select members.
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3.6.3 Testing Wizard (Member Selection Page)

Member Testing Wizard H=]
Mame S5 ]
Cpl Anne L Farmer 263-54-36355

Pyt John G Keift 4 g
CSh Curtis L Johangen g47-3 25

1Lt Janet W Woodrow - g

W FFC William C Burnell

Lt Lednne T Smith 27 A-B7-5826

sagt Anthony B Johnsan o47-93-7564
Amn Sam L Houston F48-74-8374 ;I

Select members to be tested then click on the Mext buttan.
Ta multi-select, click on a member the press and hold Cirl, the click on next members.

<& Prey Mext | «f Finish | X Cancel| 9 Help

ﬁl | Currently Selected = 0 WRZ5 s

Figure 38 - Testing Wizard, Member Selection

The Member Selection Page is displayed if atesting premise is chosen requiring the manual selection of personnel,
for example: Probable Cause (PO) or Aviation Mishap (AO) investigation. To select an individual for testing, just
click on their name. To select multiple personnel hold down the control key while selecting names with the mouse.
Clicking on a name that has been previously marked as selected will "undo” the selection.

The Previous button will take you back to the Start Page (or the Unit Sweep Page if you are conducting a unit
sweep). Selecting Finish will commit the selected names for testing.
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3.6.4 Testing Wizard (Results Page)

[~ Member Testing Wizard =10l %)
Membars Salected lh'lembm Canceled |
Date Selected  [Marne [Premice|Rank |Gender|Depatment | =
k Gl Solier  AD PT F HQ PERSCOM
_.E:I:HEE:E' =rl Saldier  AD szl F 3
_.II:HI:EI! Gl Saldier  AD Ms5= F HO PERSCCM
dﬂ]'l[ﬁ:ﬂ' Gl Saldier  AD BT F HO PERSCCM
=
| P Mast |  Finie Iﬂl.‘:am:ell 7 Help |
Ao Currenth Selected =4 iGobal I

Figure 39 - Testing Wizard, Results Page

The Testing Wizard Results Page allows the user to view, on the members selected tab, the personnel that have
been selected for testing. It also shows, on the members cancelled tab, the personnel who have been selected for
testing, but cancelled because they have already been selected and their due date is on the future date. At this time
the user may cancel the testing session provided a random test is not being performed. Under the random case the
names have been committed and can only be changed in the Update Test Pending Screen. No action is required by
the user except to click Next to proceed with testing or Cancel to exit. Clicking the Next button will commit the test
and take you to the Print Products Page.

Version 5.0
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3.6.5 Testing Wizard (Print Products)

" Member Testing Wizard

r
B
2
2
2
2

Figure40 - Testing Wizard, Print Productswith Drag and Drop
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S Member Testing Wizard

ﬁl il il il Collection Date: Im

Available Printouts

Mame =1 Commanders Latter
B|Chief Shipe
Another Soldier O
Another Soldier
Another Soldier " Personnel To Be Tested (Motification Copy)
Another Soldier " Personnel To Be Tested (Work Copy)

— | T Urinalysis Register
" DD2624 Forms
" DDZ2E24 Forms (Back Side)

" Battle Labels

=]

Iﬁl \Curently Selected = & | o

Figure 41 - Testing Wizard, Print Productswithout Drag and Drop

The Testing Wizard Print Products Page (Figures 40 & 41) isthe final page of the Testing Wizard. If the Drag
and Drop feature of DTP is enabled, DD Form 2624's and bottle labels cannot be printed here, but are generated at
collection time using the Site Collection screen. This DTP feature alleviates the need to make forensic corrections
for no-shows. This option can be set on the System Parameters Testing Page.

If an individual has been selected for Random Testing but will not be present for testing he or she can be marked as
“Due Back” by double clicking on a name and selecting the date that they will be back. Thiswill remove those
personnel from the list so that they will not be printed on any of the forms. These personnel will automatically be
selected for testing when their “Due Back Date” expires.

Commander’s Letter - Prints out aletter to each unit commander notifying him or her that unit personnel have been
selected for testing.

Individual Letter — Prints an individual |etter to members selected for testing from his or her unit Commander.

Personnel To Be Tested (Notification Copy) - Prints out alist of names to be submitted to the selected individuals
commander.

Personnel To Be Tested (Work Copy) - Prints out alist of names to be used by the individual in charge of
conducting testing.

Testing Register (Unit Ledger) - Prints out the testing register/unit ledger.

DD2624 Forms - Prints DD2624 forms for all selected members. This option is only available with Drag and Drop
disabled.
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Bottle Labels - Prints labels for specimen bottles. This option is only available with Drag and Drop disabled.

If the Drag and Drop feature is enabled, selecting the Collect Samples button (Chemical Bottle Icon) will take you to
the Site Collection screen. Otherwise, this button is disabled.

Clicking the Add QC Specimens button (+) will display the Add QC Samples dialog.

Enter QC Samples M=l

Mame: CIC Sample 20000103

=S I———

4+ Add X Cancel| 2 Help

Figure 42 - Add QC SamplesDialog

This screen alows you to add quality control specimensto a group of samplesif your unit is participating in the
AFIP program. The samples are used to test the accuracy of the laboratories.
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3.7 The Site Collection Screen

DD 2624 Roster Selection M= E3
~Lookup Field
" Last Mame I ﬁl LI
r 38N BAC: Batch Number: |
ool Fren|Date Selecte * Spec #|S5N Mame
EHE7-65-4618 IR |5/22/00
Soldier, Anather 937-B5-4369 IR 522400
Soldier, Anather 937-65-4378 |IR  |5/22/400
Soldier, Anather 937-65-4435 IR |5/22/00
Soldier, Anather 837-65-45590 | IR 5722400 -
Gunner, hain 87 3-45-9347 |IR  |5/22/00 -
Soldier, Anather 8937-65-4353 IR |5/22/00
Soldier, Anather 8937-65-4326 IR |5/22/00 O
?
ol | s sl 2
| | | 4

Figure 43 - Site Collection Screen

The Site Collection screen (Figure 43) alows you to print DD Form 2624's and bottle |abels as members arrive for
testing. The list on the left displays the individuals who have been selected for testing and the column on the right
represents the names to be printed on the DD 2624. Names can be selected and dragged to the DD 2624 column.

During drag and drop operations, you will be prompted to print a DD Form 2624 and labels under one of the

following conditions.

1) The DD Form 2624 isfull. (A form can hold no more than 12 members.)

2) A new UIC is encountered. (A form can contain only one Unit Identification Code.)

3) A new BAC isencountered. (A form can contain only one Base Area Code.)

4) If the Group By Gender option is enabled, you will be prompted to print the form when a new gender is

encountered.

Version 5.0
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The Toolbar

All of the functionality of this screen is controlled by the toolbar located on the center column of the form.
Print DD2624 - Allows you to print the front side of a DD2624 at any time with only the members selected.

Print DD2624 back - Prints the backside of the DD2624.

Print Bottle Label - Printslabels. A version number isincluded on the bottle l1abels. If for any reason a bottle label
needs to be re-printed, this version number is increased for control purposes.

Save Form - Saves the form members to the database and clears the right side of the collection screen.
Add Members/Remove Members - Adds/removes members to/from the DD2624.

Add All - Assigns al members to forms and walks user through printing all remaining forms.

Exit - Exits the collection screen.

Note: Do not click the save form button until you have printed all products and have verified that they are
correct. You will not be ableto reprint formsuntil collection is complete.
For ce Remove Specimen

Under normal circumstances you will not be able to remove an individua from aform once a label has been
printed for that form. Thisis due to the fact that batch and specimen numbers are assigned during drag and drop
operations. Once alabel or formis printed, these numbers cannot be reassigned.

If an individual must be removed from the form after alabel has been printed you may “Force Remove” the member
by Double Right-Clicking the Form side of the collection screen with the mouse. Thiswill display a pop-up menu
with all the print options, as well as, the force remove option. Performing this function is equivalent to “lining out” a
person from the DD2624. The DD2624 will be printed with the deleted specimen number “skipped” and a blank line
will appear at the end of the DD2624.
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3.8 Update Collected Screen

Update Collected =] E3

r"|/|h|H|r/“|$f|f?|!|l|

S5N Search: J

Update Collected |F'nst Resultsl Members Tested F'Usitivel All History Recnrdsl

S50 Premise|Gender|Date Selected Due Back [Status =
foa7es4590 (IR M |52200 SELECTED
Soldier, Another 957654326 IR M 52200 SELECTED
Soldier, Another 957654353 IR M 572200 SELECTED
Gunner, Main 873459347 IR M 52200 SELECTED
Soldier, Another 937654369 IR M 52200 SELECTED
Soldier, Another 987654435 IR M 52200 SELECTED
Soldier, Another 957654618 IR F &/22m0 SELECTED
Soldier, Another 987654378 IR M 62200 SELECTED —
Gunner, Main 573459347 (MO (M 52200 PENDING
Boss, Ops 274273429 [vOo M 52200 PEMDING

i o

| 4
Figure 44 - Update Collected Screen

The Update Collection, Post Results, M embers Tested Positive and History screens are actually one form. These
screens can al be accessed from the Main For m by selecting either Update Test Pending Pool or Update Testing
History from the drop-down menu, or by clicking the Post Results button.

The Update Collection looks similar to the M odify Roster screen. Most of the functionality can be accessed
through the toolbar at the top of the screen. Pop-up hints are provided when the mouse cursor is held over any button
on the toolbar to alert the user to the purpose of that particular button. Records can be manually edited individually
or group updates can be performed as will be discussed shortly. If the Drag and Drop feature of DTP is enabled, then
you should rarely have to use this screen because the process of dragging and dropping will automatically assign the
information on this screen. Y ou will only have to enter this screen to post No-shows if you are tracking that
information.

Clicking the Print List button on the toolbar will print the list of personnel pending collection. Individual testing
histories can be viewed by selecting the individual in the grid then clicking the Display History button.
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The Print Products toolbar button will display the DD2624 Form Management screen, which allows you to print
testing forms for an individual or group.

DD2624 Form Management Hi=] E3
Bl 2]
DateCollected | Status |Bstchbium ] | |Speck [ssn | Fuiiame -
5i2100 PRINTED 1 M| 23 957654414 PYT Ancther Soldier
| |smmo PRINTED 1 (| 24 987654573 SPC Ancther Scldier
|| 25 967-65-4427 PFC Another Soidier

<] | ol _>I_I
| 4
Figure 45 - DD2624 Form M anagement

The toolbar buttons along the top of the screen allow you to print the front and back sides of the DD From 2624, as
well as, bottle labels. The main purpose of this screenisto alow you to print forms for an individual or individuals
who have been previoudly selected for testing, but had been assigned a “Due Back Date.” Normally, personnel
assigned “Due Back Dates” will automatically appear in the next selection after their assigned “Due Back Date”. If
an individua arrives before hisor her “Due Back Date”, however, you may use the Form Management Screen to
print the required forms.

Note: Anindividual’stesting statuswill not be updated unlessthe form is“ closed out” by clicking the Close
Form button.
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Group Updates — (Figure 46) Clicking the Select Group button on the toolbar allows you to perform group updates
rather than updating each individual record. When the Group Update screen appears, as shown in figure 46, you
will need to choose the correct selection date and premise in order to select the whole group.

,_f Group Selection =]

selected Fremise
B 1272795 bAO
12728/99 ]
MO

[ Jl
X Cancell ? Help | |

Figure 46 - Group Selection Dialog

Once an individual or group has been selected, one of the following three actions can be performed:

1) Update Collection - Selecting the Update Collection button will mark the member(s) status as COLLECTED and
remove them from view. Y ou may not update an individual as COLLECTED unless they have been assigned to a
form. Thisis accomplished in one of three ways. A member is automatically assigned to aformif you are using the
drag and drop method of collection. If you are not using the drag and drop method of collection, then members are
assigned to aform when you print testing forms front the testing wizard. Finally, a member is assigned to aform if
you print testing forms from the Form M anagement Screen discussed previously. This button is disabled if the
drag and drop method of collection is being used.

2) Update Unavailable - Selecting the Update Unavailable button cancels a member from the testing pool. When
this button is pressed a comment screen will appear allowing you to document why the individual (s) will not be
tested. At the top of the comment screenisalist of comments frequently used by the command that can be copied
into the comment text area. Thislist of comments can be maintained by selecting Maintain Comments from the
Utilities menu. Once this action is complete the records will disappear from view.

[TDY ~|

o 0K | X Cancell ? Help |

Figure 47 - History Comments dialog
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3) Due Back Date Update - This button is used to enter a"Due Back Date" for those individuals who did not show
for testing. The Calendar depicted in Figure 48 will appear allowing you to select the date the member(s) will be
available for testing.

Select a Date =]

B Decemhber 1999 [+

Sun MWon Tue YWed Thu Fri Sat

1 2 3 4
5 B 7 8 9 10 1
12 13 14 15 16 17 18
19 20 21 22 23 24 25
% 27 @29 30 3

¢ 3Today: 12/28/99
X Cancell ? Help | ‘

Figure 19 - Update Due Back Date
3.9 Post Results Screen

Pnst Results M=] 3
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-
4 | 3

| 4
Figure 49 - Post Results Screen

The Post Results screen shares the same toolbar with the Update Collected and All History Recor ds screens,
however, not all buttons are enabled for use. Like the Update Collected screen, you may print the list, display an
individual member's testing history, or perform a group selection. However, the only action you may perform after a

Page 53 of 76
Verson 5.0 20 August 2001



DRUG TESTING PROGRAM - CLIENT COLLECTION SOFTWARE USER'S GUIDE

group selection, is update negative results by clicking Update Negative on the toolbar. This will post a negative
result for every member in the selected group and remove them from view.

If anegative result isinadvertently posted for an individual then you must go to the All History Recor ds screen to

mark the result as positive.

Positive results must be manually updated to ensure that no individual is inadvertently recorded as positive. A
positive result is posted by double-clicking the Date Tested field for the member concerned. At this point the

Positive Result dialog appears.

P& select Drugs Tested Positive  [H[=] E3

All Tested Drugs -
Amabarbital

Amphetemine

Barbiturates

Butabarbital

Cocaine

Codeine

O hMethamphetamine

Heraine

LSD - Lysergic Acid Diethylamide

hrl DA, i

XCancell ? Help | ‘

Figure 50 - Positive Results Dialog

Y ou can then select the drugs that were returned positive. Multiple drugs can be selected by holding down the
control key as you select drugs with your mouse. Once the OK button is pressed the Date Tested is automatically
updated with the current date and the record is removed from view.

Version 5.0
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Discrepancies can be tracked by clicking the Add Discrepancies button to display the Add Discrepancies Form.

P& 2dd Discrepancies M=l E3
e o A 1 2 S [ A S - L

Mame: Soldier, Another Selected Date:  5/22/00
SSN: 957854550 Collected Date: 5/23/00
Prermise: IR

DizcrepCode|DiscrepText

>

KA i
| 4

Figure51 - Add Discrepancies

A discrepancy is added by clicking the (+) button. Click in the Discrepancy Code Field to display adrop down list
of discrepancy codes. Once a code is selected in the list, the discrepancy text is automatically inserted.
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3.10 Members Tested Positive

P& Members Tested Positive M=l E3
ol B@lF] %) || |nl]elc] gl
SSM Search: |7J

Update Cullectedl Post Results  Members Tested Fositive |AII Histary Recnrdsl

Mame S5 Premise|Date Selected [Date Collected|Date Posted |Result  [Drug MRO-  ~
Legal Usan
M Ancther Soldier 987654354 |IR 5£2/00 5£2/00 5/3/00 POS PCP
Another Soldier 987654339 |IR 572100 5/3/00 5/3/00 PO Amphetemines |False
Another Soldier 987654559 |IR 5£2/00 5£2/00 54300 POS Codein True

i o

| v

Figure 52 - Members Tested Positive

The Members Tested Positive screen displays those members who have tested positive. Clicking the Print List will
print alist of all members who have tested positive. An individual member’ s testing history can be viewed by
clicking the View History button. By right clicking on a particular member in the grid you can delete posted results
for that test.

On occasion, you may have a member marked positive for adrug that he or she was authorized to use. A MRO
(Medical Reviewing Officer — Legal Usage) block is available to display thisinformation. Double-clicking a
member will display a confirmation message asking if you want to mark this positive result as a Legal Usage. A
positive result marked in this manner will not appear in any system statistics as a positive result.

If amember is accidentally recorded as positive you may remove the positive result by right clicking on the member
and selecting Unpost Positive Result from the menu that appears.
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3.11 All History Records
AII History Records M=l E3

rr'|/||»||-1|r/“|$f|f?|!|l|
SSNSearchI J

Update Cullectedl Post Resultsl Members Tested Positive Al History Records |

=t Premise|Gender| Status Date Selected |DateCollected|Date Posted [Due Back |Drn
987654590 |IR I LUNTESTABLE |5/22/00 5/23/00

Soldier, Another |987654326 IR I COLLECTED |5/22/00 5/23,/00

Soldier, Another  |987654353 IR Il COLLECTED |5/22/00 5/23/00

Gunner, Main 873459347 IR I SELECTED  |5/22/00

Soldier, Another |987654368 IR I COLLECTED |5/22/00 5/23/00

Soldier, Another |987654435 (IR I COLLECTED |5/22/00 5/23/00

Soldier, Another  |987654618 IR F COLLECTED |5/22/00 5/23/00

Soldier, Another  |987654378 IR I COLLECTED |5/22/00 5/23/00 -

Gunner, Main 873459347 |NO I PEMNDIMNG 572200 5/22/00

Boss, Ops 274273429 WO I PEMNDING 5/22/00 5/2200

i o

| v

Figure 53 - All history records

The All History Recor ds screen displays all testing history records. Clicking the Print List button on the toolbar
will print thislist. Anindividual member's history can be viewed by selecting the desired member in the data grid
and clicking the Display History button. Individual records can be searched by SSN, thisis accomplished by
entering the desired SSN in the SSN Search box and clicking the Search button. Clicking the Search button again
will find the next record pertaining to the desired SSN. This process can be repeated until the end of thefileis
reached.

In the event that a member was accidentally marked as having a negative result, you may change the result to a
positive, by double-clicking the desired record. Y ou will be asked if you want to change the result before continuing.
If you select “Yes’ then the drug list depicted in figure 50 will appear, allowing you to select the correct result.
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4. System Utilities

4.1 System Utilities Dialog

The Drug Testing Program’ s System Utilities consist of all the forms and functions that support the process of drug
testing. All system Utility functions can be accessed under the System Utilities menu or the System Utilities button;
both located on the Main Form

A Select System Utility

" User Maintenance ¢ Edit Commanders Letter
" System Backup/Restore ¢ Edit Individual Letter

" System Parameters i~ Edit Calendar

i~ Pool Maintenance i~ Maintain Comments

 Audit Manager

X Cancell ? Help

Figure 54 - System Utilities Dialog

The System Utilities Dialog is displayed by clicking the System Utilities button on the Main From. Each of the
options displayed on this Dialog box is a so available from the Utilities drop-down menu item.

User Maintenance - Displays the User M aintenance screen to view and manage program user information.

System Backup/Restore - Provides a utility to Backup and Restore DTP to and from a user selected storage media
(Floppy, Hard Disk, Zip Drive, etc.)

System Parameters - Provides access to DTP's environment settings, i.e. Testing Options, Audit Log Options, etc.
Pool M aintenance - Displays the Pool M aintenance screen.

Audit Manager - Displays Audit Manager Screen to view system event information.

Edit Commander’s L etter- Displays a screen to customize the Commander's Letter.

Edit Individual Letter — Display a screen to customize the Individual Letter.

Edit Calendar - When the "Randomize Days" option is enabled, the Edit Calendar Screen allows the user to

exclude days on which testing will not be conducted. DTP calculates the number of days available for testing based
on what is entered on this calendar. Thisisimportant for the "Randomize Days' option to determine testing days.
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Maintain Comments - Displays a screen to maintain standard set of comments to be selected for comments field on
the history records.

4.2 User Maintenance

e el =] @ Bl 2]
FullMarne Active |Locked | =

Administratnr True |False

John C Leonard True |False

=
/

Figure 55 - User Maintenance Screen

The User Maintenance screen allows the addition or deletion of authorized users of DTP. In addition to providing
secure access to the program, DTP also provides an audit log of the actions performed by each user.

The Active field can be used to temporarily deactivate personnel who will be on temporary duty without having to
delete them and then add them when they come back. Setting the Active field to False will deny that individual
access to the DTP program and resetting the value to True will provide access to the program.

The Locked field is used by DTP to determine if the user has been locked out of the program. If a user triesto login
to the program unsuccessfully three times, then this value will automatically be set to True, denying the user access
to the program. The user can be unlocked by resetting this value to False

Clicking on the Lock Icon will bring up the Set Password dialog allowing the user or the Program Administrator to
change hig/ her password at any time. (Figure 55)
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P& Password M=l E3
Lser: I
Password: I
RE'-.-'Efif‘_-,-‘I
& 0K | X Cancell ? Help | ‘

Figure 20 - Set Password Dialog
4.3 System Backup and Restore

B % B 2]

Directory:

FH-=0 A 3Y: Floppy
B-a C
e D
-2 E: Mt-d
H-52 F: Mt-e
£
&
&

-2 K Docs
H-52 3 Win32app
52 Ll

Figure 57 - System Backup/Restore Utility

The Backup/Restor e utility provides a meansto backup all DTP datafiles to be restored in the event of a system
failure or new program installation. The screen consists of two tabbed pages appropriately |abeled Backup and
Restore.

To backup the DTP data files select the Backup tab and select the folder/drive in which you would like to store your
backup file. The system backup will start when you click the Backup button on the toolbar. If you have opted to
store backup files on floppy disks, you will be prompted to insert new disks as necessary.

To restore DTP from a backup file go to the restore page. Use the explorer window on the right to locate the
folder/drive in which your backup is stored. If abackup file existsin the folder, it will be displayed on the right
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along with the date the backup was created. Select the file and click the Restore button on the toolbar to begin DTP
restoration. The system places a back up copy of the original datain a Temp folder and restores the data from the
fileit is specified to restore. The back up copy in Temp folder will be deleted when the DTP is shut down.

Asisthe case with any softwar e application, frequent backups should be madeto protect from data loss. DTP
backups should be performed at the end of every testing day at a minimum.

4.4 Setting System Parameters

The Systems Parameter screen provides a means to configure the DTP programs operating environment. The
screen consists of five tabbed pages labeled Audit Log, Testing, Service, Reports and Network.

4.4.1 System Parameter s (Audit Log Options)

M System Parameters =] E3
Audit Log |Testing| Sewicel Repnnsl Netwnrkl

Days To Keep: 365

=% Purge Mow |

—Automated Audit Purge Options

& Manually Clear the Audit Log

T Automatically Clear the Audit Log when Starting

X Cancell ? Help

Figure 58 - System Parameters, Audit L og

The Audit Log page gives the user control over how often the Audit Log purgesitself of old data. Every time a
significant action is performed in DTP, arecord is created consisting of the name of the user performing the action,
the action, and a date/time stamp. This file can grow to be very large and should be periodically purged.

Days To Keep - Enter the number of days for which you would like the audit log to keep records.

The Audit Log can be manually cleared at any time be clicking the Purge Now button. When this button is pressed
al Audit log records older than the "Days To Keep" amount are del eted.

The Automatically Clear Audit Log When Starting option allows you to set the DTP to automatically delete Audit
Log files after a specified time period. With this option selected, at program start, DTP will delete any Audit Log
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record that is older than the number of days specified. If this option is not selected, the only way to clear the Audit
Log is by manually pressing the Purge Now button.

4.4.2 System Parameter s (Testing Options)

ﬁ' System Parameters M=l E3

Audit Lag  Testing |Senri|:e| Hepnrtsl Netwnrkl

[T Randomize Testing Day Selection

Default Testing Percent: I 10

~Randomization Method
& By Percentage
" By Total Mumber

—Callection Method
@ Print Forms at time of Selection
= Print Farms at time of Callection

| 2t |

Figure 58 - System parameters, Testing Options

0K L

The System Parameter s Testing Page allows you to set the testing options for your command.

Randomize Testing Day Selection - This option controls whether DTP will determine testing days for your
command. With this option enabled DTP will determineif “today isatesting day” each time the Conduct Random
Testing button is selected on the Main Form.

Default Testing Percentage/Count - Enter the your command's target testing percentage or testing count here. This
number will appear in the appropriate field on the Pool M anagement screen each time a New Pool is added saving
the user the trouble of having to enter it every time a pool is manually added.

Note: This setting has no effect on new pools that are imported through the import wizard. In this case, the
imported pools will inherit any default values from its specified parent pool.

Randomization method - If " Randomization By Percentage” is selected, then DTP will select a group of personnel
based on the size of the selection roster. If "Randomization By Total Number" is selected, the DTP will select the
exact number specified on the Pool M anagement.

Collection Method - This option allows you to turn DTP's Collection Drag and Drop feature on and off. Select
Member for Printing at Time of Testing allows you to print DD Form 2624's and labels as members arrive at the
testing site using the Site Collection screen. Otherwise, all forms must be printed on the Print Products page of the
Testing Wizard.
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4.4.3 System Parameter s (Service Options)

J* System Parameters M= E3
Audit Log | Testing Service |Hepnrts| Netwnrkl

Frimary Service:

[usa |
Frogram Graphic;
|D:1PHOGRA~1RDDDDHU“‘HBMF‘RUSA.JF‘G EI

Laboratory Address (WMo more than 3 Lines)

7 Help |

Figure 60 - System Parameters, Service Options

o 0K |

DTP isdesigned to be a multi-service program. The Service page of the System Parameter s page allows you to set
the default service for DTP and the service graphic that is displayed on the Main Form.

Primary Service - Selecting a Service from this drop-down list box will set the Program Title and Program Defaults
to that of the particular branch of service selected. If you change the primary service then the next time you start the
DTP program it will be configured for that branch of service.

Program Graphic - If you have your own service graphic you would like to display at program start up, you may
change it here by clicking the folder button and browsing for thefile.

Laboratory Address - The program will print the lab address on the front of the DD Form 2624 if the addressis
specified in this block. Y ou may enter three lines of text representing an address in this block.
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4.4.4 System Parameter s (Report Options)

/¥ System Parameters =] E3
Audit Log | Testingl Serice Reports |Netwurk|

¥ Group DD2524 By Gender
W Allow the Collected Date to be set to future dates
¥ Preview the DD2624 before Printing

—oort Testing Register——

&+ By Last Name

By S5M

—Current Mumbers
Batch: I 1

Specimen: I 1

o 0K X

l|__7 Help |

Figure 61 - System Parameters, Report Options

The Reports page of the System Parameter s screen provides the following options:
Group DD2624 By Gender - This option will keep males and females on separate DD Form 2624's.

Allow Collected Date To Be Set To Future Dates - Ordinarily, an individual would be tested on the same day he or
she was selected for testing. This option is provided primarily for guard and reserve units who must select personnel
for testing before drill weekends. This option should be set in accordance with your command or service regulations.

Sort Testing Register — The testing register is automatically sorted by UIC or BAC (Army), UIC (Navy), BIC (Air
Force), and RUC/MCC (Marines). The testing register can also sorted by Last Name or SSN depending upon this
option.

Current Batch Number / Current Specimen Number - When the Reports page is accessed, these blocks will display
the current batch and specimen numbers that will be printed on the next DD2624. These numbers are set to
increment based on each service's specific rules. The user may "reset" these numbers by typing in the desired values
on this page.

Batch Range — Y ou can set a start and end range for batch numbersin the Start and End text boxes. Batch numbers
will increment until reaching the ending number and then reset to the number entered in the Start text box.
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4.4.5 System Parameter s (Networ k Option)

The network page pf the System Parameters screen provides the ability to enable/disable the option to check for any
updated notification web page.

# System Parameters

Figure 62 - System Parameters, Network On

Network on- Check this box to enable notification of updated web page.
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4.5 Auditing Data M anager

Auditing Data Manager

ﬂ ﬂ Filter Field: |NDHE

=]

=] E3

F{Dstel;l

<1 |

Time Type User |Roster Name
5£22000 2:18:458 PM Frog Start Admin
o220 2:18:51 P Llser Lagin Admin
52200 2:18:55 FM Faool Change Admin
52200 2:18:56 P Table Change config.db Admin
B|5/2200 2:19:06 P Table Change config.db Admin
52200 21917 PM Table Change caonfig.db Admin
o220 21921 P Impart Admin
52200 2:20:26 PM RandomTest Admin
o220 2:20:38 P sysParams Admin
o220 2:20:46 PM Table Change config.db Admin
522000 2:20:49 PM Table Change caonfig.db Admin

o

Z

Figure 63 - Auditing Data M anager

The Auditing Data M anager provides the program users access to the Audit Log. Data displayed in the grid can be
filtered by Transaction Type, Transaction Time or User Name. To activate the filter, set thefilter type in the Filter

Field box and type the text you would like to view in the Filter Text box.

For example, to view only those records concerning a user name of "SmithJL," you would set Filter Field to User
Name, and type "SmithJL" into the Filter Text box.

Version 5.0
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4.6 Edit Commanders Letter

Edit Commander's Letter |
Salutation |Eh:|d3f | signature |

MEMORAMNDLUM FOR: |F'rmrided By OTF Program

FROM: I‘T’Dur Marme

SUBJECT |SELECTION FOR URINALYSIS TESTING; DRUG REDUCTION PROGRAM

X Cancell ? Help

F'reviewl

Figure 64 - Edit Commander's L etter

The Edit Commander'sLetter screen allows you to edit the contents of the commander's letter that is printed at
selection time for all selected member's commanders. This screen consists of three tabbed pages |abeled Salutation,
Body, and Sgnature.

Salutation - You may edit the “From” block and the “ Subject” line of the letter. The “Memorandum for” block is
filled in by DTP as the letters are printed.

Body - The body of the letter can be typed here. The letter will display the contents asit is typed in this area.
Signature - The Signature will appear on the letter centered as it appears on the Sgnature Page.

Y ou may preview and/or print the letter by clicking the Preview button at the lower left corner of the screen.
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4.7 Edit Individual Letter

J* Edit Individual Letter =] 3
Salutation Body |Rep|3f |

1. ¥ou have been selected and are hereby ordered to provide a urine specimen for drug testing =
purposes. Compliance with this order requires you that:

a. Report to building Foarm time , and date for test.

b. Surrender your 1D card upan arrival at the testing location and remain at the testing location until

you have pravided your urine specimen;your 1D card has been returned to you; and you have been
given permission to leave.

c. Be observed urinating directly into the bottle, or other receptacle, provided to you for collecting
urine specimen.

d. Awvoid contaminating the specimen. Fill the bottle, or other receptacle provided to you, with a
minimurn of 30 milliliters of your urine.

2. Failure to comply with this order in any way may result in disciplinary action against you under the

F'reviewl

-

x Cancell ? Help |

Figure 65 - Edit Individual Letter

The Edit Individual Letter screen allows you to edit the contents of the commander's | etter that is printed at
selection time for all selected member's commanders. This screen consists of three tabbed pages |abeled Salutation,
Body, and Reply. The DTP program supplies the remaining data for the letter.

Salutation — Y ou may provide a subject line for the |etter here. The “Memorandum For” and “From” fields are
supplied by DTP.

Body - The body of the letter can be typed here. The letter will display the contents asiit is typed in this area.

Reply — The reply section includes the text that will be signed by the members as acknowledgement of receiving the
letter. The letter will display the contents asit is typed in this area.

Y ou may preview and/or print the letter by clicking the Preview button at the lower left corner of the screen.
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4.8 The Testing Days Calendar

EDates Excluded from Testing Hi=] E3

'fl @l ?l @l IFehruary

B

2000 ii

Sun hon Tue Wied Thu Fri oat
1 2 3 4 5
B 7 5 g 10 11 12
13 14 15 JER v 18 19
20 21 72 3 24 25 26
o7 25 29
| /

Figure 66 - Testing Days Calendar

The Testing Days Calendar screen appears on the first day of each month to allow you to specify days in the month
that will not be available for testing. The calendar can also be accessed from the System Utilities Dialog. If the
"Randomize Testing Days" option is enabled, the number of days available for testing is used on adaily basisto
calculate whether or not "today is atesting day."

Y ou may exclude a day from testing by double clicking on the date.

Clicking the Save button (the checkmark icon) saves all your changes and closes the calendar.

Clicking the Cancel button (crossed out exclamation) closes the calendar without saving any changes.

The Set Non-working Days button (the calendar) sets all weekend days as non-testing days if your default serviceis
“Active Duty.” If your default service is Reserves then clicking this button will set all weekdays as non-testing days.

Note: Theinformation entered on this calendar isfor internal calculation purposes only and will not preclude
you from testing in any day marked as a non-testing day.
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4.9 Reprint Testing Products

N Date Created Premise|Caount otatus -
P12527/590 2:40:56 PR (I 13| CREATED
1202799 2:44. 26 PM|AD J|CREATED
1202799 2:47:04 PM MO J|CREATED
12/28/99 74736 Al | 13 |CREATED
12/28/99 1:12:43 PM |IU 13 |CREATED
12/28/99 1:.24:44 PM |RD 5| CREATED
12/28/99 1:25:33 PM MO & |CREATED -]
X Cancell ? Help |

Figure 67 - Reprint Testing Products

DTP alows you to reprint testing products if the need arises. The Reprint Testing Products screen allows you to
select from any group that has been previously tested by DTP. This screen can be accessed from the Main Menu
under the Testing drop-down menu. Y ou will need to know the Date, Premise, and Count of individual s selected to
find the correct group to print. After you select the group you wish to print, you will be taken to the Print Products
page of the testing wizard.

4.9 Maintain Comments

A MaintainComments =]

il sl S S R B G

Figure 68 - Maintain Comments
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4.10 Edit DD2624 Preview Back fields

101
12. CHAIN OF CUSTODY l LAN !THRU
ﬁ?ﬁﬁmm | Released By | Received By | Purpose of Change/ Remarks
a. | h. | C. | d.
(1) | SIGNATURE 1 SIGHATURE |
IEDD1D5D1 : HAME | NAME |
| | |
| |
| | |
(2 | SIGHNATURE | SIGHATURE |
|—_|2|:u:|1|:|32? . ; NAME | NAME |
| |
: | |
: | |
Cancel ? Help

This screen appears when the Edit button on Preview DD2624 Back Option screen is selected. This

screen allows editing DD2624 Back fields.

You can enter the Name of the person who is released from the chain of custody and Name of the person
who received the chain of custody. You can also enter remarks indicating the reason for a change to the

chain of custody.

Version 5.0
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5. System Reports

5.1 System Activity Reports

Print System Achivity Heport for Mather AFB

—aelect Report Feport Parameters

€ Selected Month System Report Start Month Vear
BIECTE ar YEIEM Repo I j I j

Feport Ending Date  Year
& Multiple Manth System Report I j I j

" Print Testing Statistics For Each Month

" Print Testing Statistics Averaged Across Months ErEViE‘Nl

W DI X Cancell ? Help | ‘

Figure 69 - System Activity Reports

The System Activity Reports screen is accessed from the Reports drop-down menu on the Main Form. Here you
may print out reports that provide statistics on the DTP system performance. The system activity reportsare
designed to provideinformation on the " Randomize Days' option.

There are two main reports available from this screen.

The Selected Month System Report allows you to select any month to view statistics for that month. Sample statistics
include, number and percentage of personnel randomly selected as well as the number of forced random testing
conducted.

The Multiple Month System Report provides the same statistics as the Selected Month System Report. However, you
may specify a date range to get an idea of how the system is performing over time. Two options are available under
this report option:

1) The Print Testing Statistics for Each Month option prints statistics for each month for easy comparison across
different months.

2) The Print Testing Satistics Averaged Across Months option provides a summary average of al statistics over the
specified date range.
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5.2 Analysis

/¥ DTP Report Generator =10l |

Awvailable Reports The Selected Surmrmary provides a list of all personel
=1 Testing Statistics «| selected for testing during the specified date range.
ij:j Premise SUmmary
ij:j Testing Summary
ij:j Positive Summary
ij:j Percent Tested

=3 Frequency Reports Report Start Date
..... Testing Days By Day of Week |2|:||:|1 0504 j
----- =5 Testing Days By Day of Month
=-E1 Command Reports Report End Date
E-£1 &l Members IEI:II:I’IEIEEIfl j
L o et

----- = Selected But Mot Tested
i_:j Canceled Tests Report
i_:j Due Back Report

B3 Parameterized Command Quer

----- Selected
----- Tested v
| »

Ereviewl

_j"LQInse | ? Help ”

Figure 70 - Report Generator

The Reports Generator is accessed from the Reports drop-down menu on the Main Form. This screen provides
access to detailed testing statistics to aid in the management of the Organization's Drug testing Program. The reports
arelisted in an expandable list on the left side of the form. Thislist can be expanded or collapsed by clicking the (+)
and (-) icons respectively. The “paper icon” next to the description represents printable reports. A red arrow will

appear next to the selected report for quick reference. The provided reports are separated into the following five
categories:

Testing Statistics - These reports provide quick summary statistics on the status of the organization' s drug testing
program: for example, the number of tests conducted broken down by premise. Y ou must have the Randomize Days
option enabled for these reports to accurately reflect results.

Frequency Reports - These reports display the frequency that DTP has reported a testing day when using the
randomize days option.

Command reports - These provide statistics on the testing population, for example, the number of personnel that
have been tested in a given time period.

Individual Reports - These reports provide various information on a single member's testing history.

Roster - Provides the Roster Alteration report outlining what changes were made to the DTP roster and who made
them.
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All reports will require you to enter the date range to limit the report results. Thisis accomplished by clicking on the
Start Date/ End Date boxes and selecting the desired dates in the calendars that appear. The parameterized query
reports will require you to enter additional operators. For example, you may wish to view areport containing alist
of names that have been selected more than three times. Y ou would simply enter the date range as previously
discussed and the select the symbol * > * for greater than in the Selected list box and then the number ‘3.’
Thefollowing is a quick reference listing of available reports. Each report will require you to enter a date range.

Premise Summary - Provides a summary count of all members that have been selected and tested, organized by
premise code.

Testing Summary - Provides general statistics such as, Average Roster Size, Percent of Roster Tested, etc.
Positive Summary - A summary count of positive testing results broken down by drug.
Percent Tested - Breaks out personnel testing percentages by day of week.

Testing Days By Day of Week - Summarizes the number of times the DTP program determined it was a testing day
broken down by day of week.

Testing Days By Day of M onth - Summarizes the number of times the DTP program determined it was a testing
day broken down by day of month.

Selected - A list of al members who have been selected for testing.

Tested - A list of all members who have been tested.

Selected But Not Tested - A list of members who have been selected for testing, but have not yet donated samples.
Canceled Test Report — Displaysalist of all members who have been selected for testing, but were canceled.

Due Back Report — Displays alist of all members who have tests pending and have been assigned a “Due Back
Date.”

Parameterized Selected - A list of members who have been selected for testing, given the input parameters. For
example: al those selected greater than 3 times. (> 3).

Parameterized Tested - A list of al members who have been tested, given the input parameters. For example: al
those tested exactly two times. (= 2).

Individual Premise - Lists each time an individual was selected for testing along with the testing premise.
Individual Selection - Provides a complete testing history of the individual selected.

Selected Not Tested - Provides alist of each occasion the individual was selected for testing, but not tested.
Roster Alteration - A list of al roster modifications made and the user that made them.

Unauthorized Attempt - Provides information about when there was an unauthorized access attempt for a user.
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5.3 Mailing Labels

Print Mailing Labels

& & B |« |m+|=]a]]"e]

Mew Label: Type a Mame Below then enter line numbers and text
Old Label: Select the label to print using the navigator above,
Click an the Print button to print the label

[My label

LineMo |Text

l 1 HEE
2 Address
3 City, State, Zip

]| _*|_I
Start Position: I1 3’ Cluantity: d &

Figure71- Print Mailing Labels

The DTP Program provides a utility to print mailing labels. This utility can be accessed from the Reports drop-down
menu on the Main Form. Each line to be printed on alabel requires a separate line as shown on the screen above.
Lines can be added by clicking the (+) icon or by pressing the tab key while at the end of the current line. Any

number of labels up to 10 can be printed on a page. The user may also select a print starting position so sheets of
labels may be re-used.

The output will match the size of Avery 5163 type 2" by 4” labels.
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6. Random Per sonnel Selection Algorithms

The purpose of this section isto explain the process the Drug Testing Program Software uses to select personnel for
testing. There are two forms of random selection that the DTP program can provide: selection as a Percentage of
Personnel or selection by Number.

6.1 Selection by Per cent

Under this method, DTP uses the target percentage entered by the user on the Pool Management Screen. The
program first creates alist of all personnel eligible for testing based upon the parameters entered on the testing
wizard. For each person on the list, arandom number is generated from a uniform distribution between 0 and 100. If
this number is less than the target percentage, then that individual is selected for testing. The result is arandomly
selected group of personnel that is relatively close to the target percentage entered by the user.

It must be remembered that thisis arandomly generated list. The number of personnel selected will sometimes be
more than your target percentage and sometimes this number will be less. Over time this selection percentage
averages out to equal your monthly target percentage. In addition, because the method of selection istruly random, it
is possible in theory, though not likely in practice, that an individual could be selected every timetesting is
conducted. It isalso equally likely that an individual is never selected for testing. In practice, you may see some
individuals that are selected more frequently than the average and some that are never selected. Thisis a natural
occurrence of the random selection process. The important point to remember is that every individual in the roster
has the same probability of being selected.

6.2 Selection by Count

Under this method, DTP again prepares alist of personnel eligible for testing. A random number is generated
between 1 and the total number of personnel in the list. The program then uses the number to count down from the
top of thislist. The member in that position is selected and removed from the list. This process is repeated until the
correct number of personnel is selected. The process imitates the old method of "pulling names out of the hat.”
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